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HR BW/BI Report Context Menu - Overview

WSD Personnel

The BW/BI Report Context Menu section provides an overview of context menu functions available for
BW/BI Custom Reports.

Topics covered in this section include:

BW/BI Report Context Menu
Back

Goto

Filter

Settings

Change Drilldown
Bookmark

Properties

Sort

|
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HR BW/BI Report Context Menu

The BW/BI Report Context Menu provides the user with the ability to perform various analysis such as setting
filters, restrictions, exceptions, sorting, etc. The context menu can be accessed by clicking on a report item
such as a key figure or characteristic. Context menu options vary depending on the report item selected.

Minority Distribution
Minority Distribution
Display As Table ﬂ Infarmation | Send | Print Version | Export to Excel | Comments
 Columns Full Time Claszified . Full Time Clazsified -~
: #ofEmployess  ~  Awvg Salary . e
= Key Figures 7/ \\
¥ Rows Personnel Area = Gender S~Stgmfrget— — — — —_ __ __ _ _ _ _ _ _ 5§ J/ "é'u'm' I |
" Fessonel Ares | | 1110 | DeptofPersonnel Female  10/Not assigned =~ — — — _ 7 55,642 — ol
= 3ender : - T~ = riET ¥ |
(R T American Indian/alazkan b IO S —— 331'55 Chﬂnge Drilldawn » |
= Free characteristics SEEN T R R IR 6 0887 | = — =\ | Broadcastand Export #| |
= Organizational Unit Black/Mot Hizpanic origin 3 42 500 | Save View |
Hizpanic | |
White/Mot Hizpanic origin 66 49993 | Properties b :
z I
Resullt . 23 50,421 | Documents b I
Male American Indian/Alaskan l Sort Job b |
- - - 2 32,970 \ //
Click a report result item or column heading to |, s Se——_—————— -
view the context menu for that item. In this |, 48516
example, the column heading “Gender” was 7 54,450
selected. 5 51,484
Result 108 50,667
Continued...
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HR BW/BI Report Context Menu, cCont...

The table below describes the Context Menu options in more detail. Context Menu options vary depending
on the report item selected (for example, Hierarchies, Characteristics or Key Figures).

h

Back One Navigation Step

Choose Back to undo a navigational step in a report such as filtering on a specific value.

Back to Start

Choose Back to Start to undo all navigational steps in a report.

Keep Filter Value

Choose Keep Filter Value to see only the data for a characteristic value. The characteristic value itself is removed
from the drilldown.

Select Filter Value

Choose Select Filter Value to filter report results according to a value that is selected from a list of values.

Change Drilldown/Remove
Drilldown

Choose Remove Drilldown to remove a characteristic from the drilldown.

Sort Job

Choose Sort Job to sort structural component values in ascending or descending order.

Goto

Choose Goto to access sub reports from a main report.

Broadcast and
Export/Bookmark

Choose Bookmark to save report settings once user defined settings have been applied.

Change Drilldown/Swap

Choose Swap With to swap a characteristic with another characteristic.

Swap Axes

Choose Swap Axes to swap the axes of the report results. This action will swap the Key Figures to display in rows
and the Characteristics to display in columns.

*Broadcast and Export/CSV

Choose Export to CSV... to export the report to a Comma Separated Values file (.csv)

Properties

Choose Properties to change settings for a characteristic or key figure.

Filter/Variable Screen

Choose Variable Screen to display the report variables.

* Exporting topics are covered in a separate section
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Back / Back to Start

The Back One Navigation Step / Back to Start context menu items allow the user to undo navigational
steps (drilldowns, filters, etc.) that have been applied to report results.

The example below uses the Minority Distribution report with the Gender column removed to show how to
use the Back context menu item to return Gender to the report results.

To use the Back command and undo a navigational step:

From the report results, click any item
in the report results to open the context

menu.
P Clirls Rarcls NDna Nlaviaatinn Ctan
e o WUIUWN\ DAauwun ViiIc I‘GVIsGLIUII JLCP-

Full Time Classified
#ofEmployees  ~

Personnel Area =

1110 Dept of Perzo

Ethnic Origin =

Minority Distribution

Display As Table

Minority Distribution

¥ Columns
#ofEmployees  ~
= Key Figures
TR Personnel Area = Gender % || Ethnic Origin %
. Pe I A
rsonnel Area 1110 Dept of Personnel Female | 10/Mot assigned 7
= Gender
« Ethnic Ori American Indian/&lazkan 1

ﬂ Infnrmatinnl Send | Print Version | Export to Excel | C

Full Time Classified .

* Free chara

= Organizati

;I Minority Distribution

Minority Distribution

Display As Table ﬂ \nfnrmatlnn| Send | Print Version | Export to Excel | C

Full Time Classified .

¥ Columns =
# of Employees

* Key Figures

~ Rows

Personnel Area = Ethnic Origin =

* Personnel Area

= Ethnic Origin
¥ Free characteristics
* Gender

* Organizational Unit

Fiter *  Backto Start
Change Drilldown » [ander
IS b origin
Save View
. o
Properties 3
= F
Calculations and Translations + Personnel Area - Gender =
1111 Information Ser Documents 9 1110 Dept of Perzonnel Female
Sort Personnel Area ¥ |anl
Black/Mot Hizpanic o
Hizpanic
Maie

Full Time Classified .
# of Employees

Ethnic Origin &

10/Not as=signed
American Indian/Alaskan
Azian or Pacific lelander
Black/Not Hizpanic origin
Hizpanic

White/Mot Hizpanic origin
Result

American Indian/Alaskan
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1110  Dept of Perzonnel

1111 Information Services Division

10/Not assigned
American Indian/Alaskan
Asian or Pacific lslander
Black/Mot Hispanic origin
Higpanic

White/Not Hizpanic crigin
Result

10fNot assigned

Asian or Pacific lzlander

Wwom = -

83

#| the report results.

Result: The Gender column
has been added back into




Back / Back to Start, cont..

In this example, the Minority Distribution report is displayed

with several fields removed from the report results.

Ly

To undo several navigational steps and return the report to its

original state:

. 1. From the report results,
click any item to open

the context menu.

2. Click Back to Start.

Minority Distribution

Minority Distribution

Display As Table

~ Columns
= Key Figures
~ Rows
= Perzonnel Area
~ Free characteristics
= Ethnic Origin
= Gender

= Organizational Unit

ﬂ Infurmatiunl Send || Print Version | Exportto Excel | C

Full Time Classified ..
# of Employees

Personnel Area &
1110 Dept of Personnel 108
A1 Infermation Services Division 63

Ovwerall Result 176

Full Time Classified ..
-

7 Avg Salary

5

s
0,657

57,743
57,285

Minority Distribution report with fields removed

Personnel Area &
1110
411

Overaii Resuit

Dept of j

Informa:

Full Time Classified . Full Time Classi
¥ Awg Salary

# of Employees

Fitter
Change Dirilidown
Broadcast and Export

Save View

Propertiez 3
Calculations and Translations »
Documents 3
Sort Personnel Area 3

Minority Distribution

Minority Distribution

Display As Table

¥ Columns

Result: All navigational steps have been removed and

the report is returned to its original state.
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= Key Figures
¥ Rows
= Personnel Area
= Gender
= Ethnic Origin
¥ Free characteristics
= Organizational Unit

ﬂ In'nrmatinn‘ Send [ Print Version | Export to Excel | Comments

Full Time Classified .
# of Employees

Perzonnel Area = Bender =  Ethnic Origin %
1110 Dept of Personnel Female 10/Not assigned
American Indian/Alaskan
Asian or Pacific lslander
Black/Not Higpanic origin
Hispanic
‘White/Mot Hispanic origin
Result
Male American Indian/Alaskan
Asian or Pacific lslander
Black/Not Hispanic origin
Hispanic
‘White/Mot Higpanic origin
Result
Result

1111 Information Services Divigion Female Agian or Pacific lslander

8

wom s

83

Minority Distribution report restored to original state
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Keep Filter Value

The Keep Filter Value context menu item allows the user to view report results for a specific value in the

results.

The example below uses the Minority Distribution report to show how to use the Keep Filter Value option

to filter a report to include only those records where Ethnic Origin is “Asian/PI”.

To use Keep Filter Value:

]

1. From the report
results, click the

“Asian/P!” value in
the Ethnic Origin
column to open the

context menu.

2. Click Keep Filter Value.

Full Time Classified .  Full Time Classified .

- -

Full Time Exempt ..  Full Time Exempt

# of Employees Avg Salary #of Employees ©  Awvg Salary ¥
Personnel Area o Gender =  Ethnic Origin & s ]
1110 Dept of Perzonnel Female 10/MNot az=igned T 58 542
American Indian/Alaskan 1 63,458 1 61,032
Aeian_or Pacific: lzlander 3 45 882 1 50,000
i 4 EED =
EED TMEl VallE 0N AXE
H c
HIEPZ  Broadcast and Export ¥ Fiter and Dril Down By * 1 141,549
Whits Save Vie Select Fiter Valis B2 = 87,877
Resu Remove Fitter Valus B1 3 91,558
Male Amey Froperties b Wariable Screen 1 111,456
Calculations and Translations ¥
Asziar 32,570
Documents 3
Black ot Ethnic Origin r 4 45,620
Hizpanic 43518
White/Mot Hizpanic origin 1F 54 450 2 105,480
Reszult 25 51,454 3 107,472
Rezult 108 50,667 11 95,853
Continued...
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Hn Keep Filter Value, cont..

. 1 As : : The Ethnic Origin column is removed from the
Result: ‘Results will display Asian/PI Ethnic groups only. report results. The filter will still be displayed in

Ful Time Classified . Full Time Classified . | the Filter Values and Navigation Block for Ethnic
# of Employees Ayg Salary . . ~
Origin
Personnel Arsa = Gender = Ethnic Origin & g | S
1110 Dept of Personnel Female 10/Not azzigned 7 55,642 | N N ;ullfTEmlﬂlmide - ;ull Tsl;m'la EEEE o
of Employees wg Salary
American Indian/Alaskan 1 63,463 \‘ N N
| Asian or Pacific lslander 5 49 652 rmmdﬂmﬁ Benders— — — — — — — — — — — — 5— >|
/ Black/Mot Hizpanic origin 3 42,500 ﬂ1l Epﬁfﬁmﬂ"ﬂ —_—— F_ema_le_ —— i — — i e e _‘EBE U
S Male 2 32,970
. Hizpanic !
Keep Filter Value ? o BT
hite/Mot Hizpanic origin 66 49 993 '
Resul @ <0421 Results After Filter: Display only Asian/PI counts

Results Before Filter

aE

* Free characterigtics
= Ethnic Qrimin

* Qrganiz

Re=zult

=rvices Divizion  Female
Select Fiter Valus
Remove Filter Value

Change Drilldown

Broadcast and Export ‘Variable Screen

Minority Distribution : :
Full Time Classified .. Full Time Classified .
Display As |Table v| Information | Send | Print Version | Export to Excel | Commg L e
Perzennel Area = Gender % || Ethnic Origin % 5
~ Columns Pull Time Classified o || 1115 pept of Personnel Female | 10/Not assigned 7 56,642
) # of Employees
* Key Figures American Indian/Alaskan 1 63,468
~ Rows Perzonnel Area 2 Genfler = T Agian or Pacific lzlander [ 45 562
P FEREITIEIATE 1110 Dept of Personnel FBmL 83 BlackiNot Hispanic erigin 3 42,500
* (3ender : 3
— =P Malg 25 HEETTE
~ Free characteristics VWhite/Nat Hi S a6 49093
ot Hizpanic origin ,
» Ethnic Qrigin RESI“ k 108
T OrganzatonarUnt 1111 Information Services Division Femfle 37 Resut & st
Male] 31
Resdt &8 Olf necessary, click any column header and select Back to Start from
Overall Resul 176 the context menu to return the report to its original state.
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HR Select Filter Value

The Select Filter Value context menu item allows the user to select a filter from a list of filter options.

The example below uses the Minority Distribution report to show how to use Select Filter Value to filter for a
specific Ethnic Origin

Gender s  Ethnic Ori-~* 5
Back b
Female 10/Not ag

To use Select Filter Value: ,
Americar  change Drildown emove Fiter Value 468

Agzian or  Broadcast and Export ¥ | ariable Screen 5,662

1. From the report results, click the column header to

. . . . Black/No Save View 3 42,500
filter by (this example uses Ethnic Origin). e
Hispanic Properties 4
12.  Click Select Filter Value from the context menu. VMO Caicyiations and Transiations »| &8 il
Select values for Ethnic Origin (0ETHN_ORIG)
3. From the Select Filter Value screen, Asian or Pacific Show toot [Sngk vaiues || Snow view: [A1 ¥
|Slander. Al Selections
Maximum [ 1000 Refresh ]

| 4. Click Add and OK. Ethnic Origin Text & Type Description

J = Asian or Pacific lzlander

W
Result: Results will display Ethnic Origins identified as | oot e

Asian or Pacific Islander only N E=EESE—
.
Full Time Classified ..  Full Time Classified . . .
#ofEmployees 7 Awg Salary - J Hispanic Add »
J White/Mot Hizpanic origin Bl Remove
Perzonnel Area = Gender =  Ethnic Origin & s
1110 Dept of Personnel Female Aszian or Pacific lslander -] 48,662 Enter a value for
Result 8 49,862 Ethnic Origin:
Male Asian or Pacific lslander 2 32,570
Result 2 32,970 jd Change Order + g
Result 8 45,489 _—
1111 Information Services Division Female  Asian or Pacific Islander s 68,125 - _ok] fpancel] .
Result 5 66,125
Male Asian or Pacific lslander 2 54728
Result 2 64,728
Result T 65,726
Ovwerall Result 15 54,933
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Remove Drilldown

The Remove Drilldown context menu item allows the user to remove a characteristic from the report
results. For example, the user may want to remove the Personnel Area column from the report results.

The example below uses the Minority Distribution report to show
how to remove the drilldown on Personnel Area.

To remove the drilldown:

Full Time: Clazzified -~

# of Employees

Perzonnel Area = Gender = Ethnic Origin =

-

g 1110 Dept of Perzonne’ Emeanle fmimn ar Pacific lslander 6
1. From the report results, click the Personnel Back .
Area column to open the context menu. : . 2
Change Drilldown Drill Down By 4
Broadcast and Export Swap Perzonnel Area with » 2
! 2. Click Change Drilldown/Remove Drilldown. Save View Remove Drildown 8
Full Time Classified .. Full Time Classified .. Full Time Exempt . | 1111 Information Servii Broperti \ g
#ofEmployees ~  Awg Salary ¥  #ofEmployees ~ Toperiss 5
Calculationz and Tranzlations *
Gender%  Ethnic Origin = g Documents » I Pacific lzlander 2
Personnel Area
Female Asian or Pacific lslander 57,145 1 Sort Personnel Area 4 2
fesat column has been o 1ae 1
esu \ Result 7
_ _ removed ==
Male Asian or Pacific lelander 43 245 1 Overall Result 15
Result 4 43 849 1
BuE Rl TS E 54'93|E'| :3 T Full Time Clagsified .  Full Time Classified .
* Free characterizstics ! #ofEmployess 7 Awg Salary =
* Organizational Unit ale Aszian or Pacific lzlander 4 43 345 . . .
. i N 4 43 p4g Personnel Arsa = Gender = Ethnic Origin = 5
FEEIIE Back 3 . 1110 Dept of Personnel Female Asian or Pacific lslander 6 49,662
Eit=r ) & THEEE Resutt 8 49,662
Change Drilldown Male Azian or Pacific lzlander 2 32,570
- Vertical Resutt 2 32870
e ~ | Result 3 45,489
Click Personnel Area in the Axes 1111 Information Services Division Female  Asian or Pacific lslander 5 66,125
Free Characteristic to Result : G
Male Asian or Pacific lzlander 2 64728
access the Context Menu et R cer2s
and select Change Resut 7 65,726
Drilldown/Drilldown by: Overall Result 15 54,933
Horizontal or Vertical . . . .
Result: The Ethnic Origin column has been

Section 8: General Topics / BW/BI Report Context Menu
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Sort

The Sort context menu item allows the user to sort report items in ascending or descending order.

The example below uses the Minority Distribution report to show how to

sort by Ethnic Origin

To sort a Characteristic:

. From the report results, click the Ethnic Origin

column to open the context menu.

. Select Sort Ethnic Origin - Descending by to Text.

Ethnic Qrigin *

American Indian/Alazkan

Perzonnel Area o Gender 3
1110 Dept of Perzonnel Female
Result: The Ethnic
Origin will be sorted in | —>
Descending Order by
Text.
Male
Result

10Not Filter r
o a5 Change Drilldown k
American | groadeast and Export b

Axzian or P Save View

Black/Mot I

P rti k

Hizpanic roperties
_ Calculations and Tran=zlations
Whits/Not F b0 - iments r
Rezult Sort Ethnic Origin r

g

8 57,114

1 63,468

6 45 914

3 43 364

66 45 744
v Azcending by Text

De=zcending by Text
Aszcending by Key (Internal)

Dezcending by Key (Internal)

O oo

Fuii Time Ciassified .
#ofEmployees  ©
Ethnic Qrigin 5
White/Not Hizpanic origin 66
Hizpanic
Black/Not Hizpanic origin 3
Asian or Pacific lzlander 6
American Indian/Alaskan 1
10/Mot as=igned 7
Result &3
White/Not Hizpanic origin 17
Hispanic 2
Black/Not Hizpanic origin 4
Aszian or Pacific lzlander 2
American Indian/Alaskan
Result 25
108

Section 8: General Topics / BW/BI Report Context Menu
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HR Goto

Some BW/BI Custom Reports contain sub reports that are accessible from the main report. The Goto
Command allows the user to access sub reports from the context menu.

The example below uses the Position/Personnel Master Listing report to describe how to use the Goto

command to run a sub report Job & Position = Organizational Unit =  County =
S0000188  INFORMATION TECH SN ST EN G PP P B 7 i i st —— st e -
To use the Goto command:
Filter L4
1. From the report results 700C Change Drildown ¥ | DA 3“
g gn.g ’ Broadcast and Export #
click an Position to open .
7000 S8V View DA 34
the context menu.
5 . - Properties k
2. Click Goto - Employees in 7000 pocuments v | DA 4
Position. Sort Position b
Fons1gel 0115 30000513 D04 24
Employees in Position
Dizsplay Az Table ﬂ Infurmatiun| S-End| Print Wersion | Export to Excel | Comments
¥ Columnz
- Key Figures Position = Employee = Work Site 5 Job 3
* Rows TO006036 0132 5959999 DOEJANE M Thursten County  INFORM
= Po=ition Owerall Result
= Fonloves

Result: Display the employee for the selected position.

Continued...
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Goto , Cont...

The table below contains a list of BW/BI Custom Reports that provide Goto sub reports.

Report Name

Goto Report

Employee History (see example on
previous page)
ZZPA_C01_Q431

» Employee Education Record
» Employee History Part 2

-

Appointment Status Changes
ZZPA_C01_Q494

» Appointment Status Changes - Prior Month Status

Position - Personnel Master
Listing
ZZPAOS_C01_Q499

» Employees in Position

A - PO R 22 J__*

Note: Employees in Position drills down to Emy

Employees In Position Sub-Report
(Sub-Report of Position - Personnel
Master Listing)

ZZPA_C01_Q499C

» Employee Actions

Position Statistics Report
ZZPAOS_C01_Q516

> Position Statistics - Position Fill Count

HCA Non-Discrimination Report
ZZPA_CO1_QN21

> HCA Non-Discrimination 301

Self Paced Learning Materials for the BW/BI “Financial Cube” “Grievance Cube” and E-Recruiting Cube” will be published

separately
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HR Bookmark

The Bookmark context menu item allows the user to save their report settings once they have applied
filters, sorted columns or defined any other report settings. A Bookmarked report will also retain the

variable values used to run the report.

In the following example, the Minority Distribution report was run with user defined settings.

To create a Bookmark to save report settings for future use:

1. From the report results, click any item in the

PE 2l Arza rlﬂ'd - Eth D;
table to open the context menu. SO Fiter N e S
1110 . ale 10/Not az=igned
Change Drilldown L4

2.  Select Broadcast and Export/Bookmark.

Minority Distribution

Display As Table

ﬂ Information | Send | Print Version | Export to Excel| Comments

Perzonnel Area = Gender =  Ethnic Origin &

* Perzonnel Area 1110

« Gender Add Favorite

= Ethnic Origi
fic Urigin Intemet Explarer will add this page to your Favorites list.

¥ Free characteristics

= Organizational Unit

[] Make available offline

Mame: | BEx Web - Minority Distribution

3. \The “Add Favorite” is displayed, click OK to add the Bookmarked report to your

Favorites folder.

Section 8: General Topics / BW/BI Report Context Menu

Broadcast and Export

Broadcast E-Mail

n/Alazkan

Save View Broadcast to Portal  |c l=lander
[ Bookmark "BOOKMARK=D3EWE1Z40V YBCZIRIY 2BHZRTA" saved | Broadcast to Printer hnic origin
Properties *  Exportto CSY

Fpanic origin

Documentz 3
~ Columns Full Time Classi Sort Personnel Area 3 Result
3 # of Employeses
ke biues Male American Indian/&laskan
* Hows

Azian or Pacific lzlander

Black/Not Higpanic origin

Continued...
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Bookmark, cont...

To run the Bookmarked report:

1.

Select the Bookmarked report from
your Favorites folder

&1 Washi ngton State Department of Personnel Home - Microsl

File Edit Wiew

\_’;.- Back.

Favorites = Tools Help

Add to Favorites. ..

Organize Favorites. ..

Address |@ http: /A

ISy Links

N

Minority Distribution

Display As Table

* Columns
= Key Figurez
 Rows
= Perzonnel Area
= Gender
= Ethnic Qrigin
¥ Free characteristics
= Organizational Unit

N

Perzonnel Area o

1110 Dept of Personnel

ﬂ Infnrmatiun| 5end| Print Wersion | Export to Excel Cl:lmments| \
Full Time Clazsified .

# of Empl - P :
PrEnLLELS |g BEx Web - Minority Distribution

Ethnic Origin =

10/Mot as=igned ]
American Indian/4lazkan 1
Asian or Pacific lslander 6
Black/Mot Hizpanic crigin 3
Hizpanic

White/Not Hizpanic origin 66
Result a4

Result:

Bookmarked report is run in the Web

Browser with the user’s saved settings.

@ Arcess Washington

@ BID MetWeaver Portal
@ BIP Metweaver Portal
@ BIQ MetWeawver Portal

@ BPO Enterprise Portal 6.0 non-sso

£&] BW-BI Expert Orline

&) citrix

=9l

&) DEV - SAP Enterorise Portal

e

To change variable values
(selection criteria) for the
report, select Filter/Variable
Screen from the Context
Menu.

Change Drilldown
Broadcast and Export
Save View

[

s T T

Keep Fitter Value on Axis
¥ Fiter and Orill Down By #
Select Filter Value

Propertiez

Documentz
Sort Perzonnel Area

Calculations and Translations

Rermove Fiter Value

Variable Screen

bk
p f@N Indian/Alazkan

A" The user may be prompted to enter their BW/BI User ID and Password to run the bookmarked report from

== the Web Browser.

Section 8: General Topics / BW/BI Report Context Menu
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Swap Characteristics

The Swap Characteristics context menu item allows the user to swap the location of one characteristic

with another.

The example below uses the Minority Distribution report to show how to swap the Gender column with the

Ethnic Origin column.
To Swap Characteristics:
1. From the report results,

click the column header to
be swapped to open the

Perzonnel Area o

1110 Dept of Perzonnel Fg

Full Time Clazzified ..  Full Time Clazzified .
#of Employees  ~  Avg Salary =

— Gpnder - Cthmin Mricin % k4
Filter 4

Change Drilldown

Broadcast and Export

Save View
context menu. Personnel Area
Properties r Key Figures
Calculations and Tranzlations »
2. Click Swap Gender with - Documents b 66 49,744
Ethnic Origin. Sort Gender 3 84 50,393
Male American Indian/Alazkan
Result: Swap the Gender and Ethnic
Origin columns.
Full Time Classified Full Time Classified ..
#of Employees #of Employses  ~
Personnel Area o Gender =  Ethnic Origin &
1110 Dept of Personnel Female 10/Mot assigned g Personnel Area = Ethnic Origin = Gender =

an Indian/Alaskan 1 1110  Dept of Perzonnel 10/Mot az=igned Female 8
Agzian or Pacific lzlander 8 Re=zult 8
Black/Mot Hizpanic origin ‘3 . American India Fe i

Hi=panic < D>

- 4 lale
White/Mot Hizpanic origin 66
Result 34 Result 1
Before Swap After Swap

Section 8: General Topics / BW/BI Report Context Menu 16




HR Swap Axes

The Swap Axes context menu item allows the user to swap the columns and rows in the report results. For
example, the user may want to view report characteristics in columns, rather than rows.

Full Time Clazzified .
The example below uses the AR LR
Minority Distribution report to persomnel £ _ = ~ 1% Emmicongn$
show how to swap report axes. 110 Dep rp | 10t assignes .
To swap report axes.: Change Drilldown il Drill Down By r 1
Broadcast and Export k| Swap Perzonnel Area with » g
1. From the report results, Save View Remove Drildown )
I click any item to open the
Properties
context menu. ) ) o
Calculations and Tranzlations # White/Not Hizpanic origin 55
2 Chck Chanm Cocuments L4 Re=sult 24
° 5\-
Drilldown/swap Axes. sort Personnel Area r American Indian/&lazkan
;u;lfrgmlnc;a::;rms Perzonnel Area 1110
Dept of Perzonnel
Personnel Area = Gender 5 Ethnic Origin &
1110 Dept of Perzonnel Female 10/Not as=igned ] St W
American Indian/Alaskan 1 Ehniu: Drigln 10/Not az=igned ArrErican Indian/Alaskan
Asian or Pacific lzlander [+ Full Time Claz=ified g 1
Black/Not Hizpanic origin 3 # of Employeez
fErEve ull Time Classified 57,114 63,458
White/Mot Hizpanic origin Aovg Salary
Result 84 Full Time Exempt 1
e T # of Employees
Asian or Pacific lzlander 2 Full Time: EKEITll:It g 81 .032
Result: The rows and columns of the generated report results have been swapped.
White/Not Hizpanic origin 16 | | # of Employess
Characteristic values in Rows Characteristic values in Columns
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Report Properties

Reports run from the HRMS Portal allow the
user to set report properties in two ways:

1.

Properties - Set properties such as
Display and Sort for items such as
Characteristics and Key Figures in the
report results using the Context Menu.

Query Properties - Set query
properties such as location of results

rows and how to display zero values in
the report results using the “Settings”

& A

button on the report results.

Perzonnel Area o

1110

Gender=  Ethnic Origin &
Dept of Personnel Female 10/Not as=igned
American Indian/Alaskan
Back ¢ Aszian or Pacific lzlander
Fiter ' Black/Mot Hizpanic origin
Change Drilldown 4
Broadcast and Export 4 Ltll T
Save View White/Mot Hispanic origin
Result

Calculations and Tranzlationz ¥

ian/alazkan

All Data Cells
Sort Perzonnel Area b Axiz r.’-‘

ific lzlander
Documentz k

Hizpanic
Row axi= properties

Data Formatting Zero Suppression

Reszult position: [gottom ﬂ
[] Dizplay axiz hierarchically and...

Perzonnel Area J

Display As Takble

ﬂ Information | =end | Print Wersion | Export to Excel | Comments

-n

iter Settings

Table

Data Provider

Graphic Conditionz

m Cancel

Mo exceptionz are defined

Add || Detaik | [ Toggle State |[ Delete |

Cloze
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HR Properties

The Properties context menu item allows the user to change settings for report items such as
Characteristics and Key Figures. For example, the user may want to display a Characteristic as Key and
Text or sort a Key Figure value in Descending order. Property options vary depending on the report item
selected.

Common Property settings include:

Display Layout in which to present the characteristic. For example, display a Characteristic as Key and Text,
Text Only or no Display.

Sort By Sort Characteristic values. For example, sort by the Characteristic Key value or by the Characteristic
Text value.

Sort Direction Sort direction of Characteristics. For example, sort Characteristic value in Ascending or Descending
order.

Suppress Results Rows Determine whether the results rows of the Characteristic are suppressed. For example, always suppress
the results rows, never suppress the results rows, or suppress results rows that have only one value.

Calculate Result as The Key Figure’s calculated result. For example, calculate results as a summation, as the maximum
amount, as the minimum amount, as the average of all values or suppress the results altogether.

Calculate Direction Format of the calculation. For example, calculate the results along the rows or calculate the results
along the columns.

Calculate Single Value Calculation of single values. For example, count all values not equal to zero, average all values,
as calculate values as a ranked list, calculate the maximum value or calculate the minimum value.

Continued...
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Properties, cont..

The example below uses the Minority Distribution report to show how to access the properties of

Characteristics or Key Figures from the context menu.

To access Characteristic or Key Figure Properties:

1. From the report results, click any item to
open the context menu.

2. Click Properties.

) r -~ Tt
5. Lnange

Properties of Characteristic Personnel Area (Result Set Context)

AT soring | Advanced Sample of Property Settings

Perzonnel Area =

1110 Dept of Perzonnel

Back

Fitter

Change Drilldown
Breadcast and Expo
Save View

rt

Gender =

Female

v v v v

Calculationz and Translations P | Dat

Ethnic Origin =

10#Not az=igned
American Indian/Alaskan
Asian or Pacific lzlander
Black/Mot Hizpanic origin
Hizpanic

White/Not Hizpanic origin

iani&lazkan

- ific lzlander
Documents k| Al Data Cel=s S
Sort Perzonnel Area kIl Axiz panic ongin
Hizpanic

White/Not Hizpanic origin

Display: Key & Text | Re=zult
Display Results: Always -] Properties of all data cells
Acceszs Mode for Rezult Set: | posted Values ﬂ General , Mumber format m RESU rt
[] Cumulate After Applying Single Value Calculations and Result Calculations
[ Reverse Sign Row axis properties =1 E3
Calculate Single Values As: [{lothing Defined)
Calculate Results As. (Hothing Defined) Zero Suppression
Result position: [Bottom ﬂ
Result: Property settings will be applied to ] Display axis ierarchicaly and..
=N |
the report results.
0K | Cancel

If necessary, click any column header and select Back to Start from the context menu to return the report to its original state.
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Query Settings

The Query Settings allows the user to change settings for a query within a report. For example, the user
may want to display report results at the top of the report results table, rather than the bottom or display
zero values as an empty cell.

Common Query Settings include:

Display rows/columns
hierarchically

Place characteristics that are split over several rows or columns in one row or column in a hierarchy by selecting
“Display the columns [or rows] hierarchically...” and specify the node to expand the hierarchy to.

Results Position

Specify the location of the report results. For example, display results at the bottom/right of the report results or
display results at the top/right.

Display of +/- Signs

Specify how negative numbers are displayed. For example, display negative values as:
>-5
> 5-
>(3)

Display of Zeros /
Show Zeros as

Specify how zero values are displayed in the report results. For example, display zeros:

> With Currency/Unit: Zeroes are displayed with the currency/unit (for example, $0.00). This is the default setting.

» Without Currency/Unit: Zeroes are displayed without a currency or unit entry (for example, 0.00).

» As Empty Cells: Cells containing a zero value remain empty.

» Display Zeroes As: Use this setting in conjunction with the Show Zeroes As field to specify the character to use to
display zeros (for example, an asterisk (*). All cells containing zeros will be populated with an asterisk (*)).

Suppress / Effect on

“Suppress” specifies whether columns or rows containing zeros are to be displayed. For example, suppress a column
that results in zero. The following options are available for Suppress:

» No: All Rows or columns with zeroes are displayed.

» Active: Every row or column that has a result of zero is not displayed. For example, if the row or column contains
the values 1, -1, 1, -1, the result is zero. The Active setting will suppress the entire row or column that results in
zero.

» Active (all values = 0): Every row or column containing zero values in all cells will not be displayed.

“Effect on” defines whether suppression of zero values should be applied to rows and columns,
only to rows or only to columns.

Continued...
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HR Query Settings, cont..

The example‘below uses the Minority Distribution report to show how to access the Query Settings.

1. From the report results, click the Settings button.

2 Cl'ICk Query Properties Display As Table ﬂ Infurmatiun| Sem:ll Print Version | Export to Excel | Comments | Fite Settings

Table Graphic Conditionz Diata Prowvider

Mo exceptionz are defined

Add || Detaiks || Toggle State |[ Delete |

Cloze
‘| e b F_A_A_ = .l'l\ = Qe | - N I
3. From the Local Setti ngs or wuery winadaow, chadnge
he Query settings.
4, Click Apply.
Table Graphic Exceptions Cnnditiuns
Data Formatting Size Restriction for Result Sets Number format Zero Suppression
Result pesition: | Bottom / Right ﬂ Maximum Mo. of Cells for Result Set: | pefautt No. (500000 Celis) ﬂ Dizplay of +/- signs: |5 ﬂ Apply Suppression to Columns: | Dg Not Suppress
["] Display columns hierarchically and... Dizplay of zeros: With currency / un'rtﬂ Apply Suppression to Rows: Do Mot Suppress
dri £s J "Key Figures” As Group: Apply Zero Suppression Only if All Elements Arg|

[ Display rows higrarchically and...

Close

Result: Query Settings will be applied to the report results.
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HR Variables Entry

The Variables'Entry context menu item allows the user to display the report selection criteria variables

screen.

The example below uses the Minority Distribution report to show how to open the Minority Distribution

Variables Entry screen.

To view the Variables Entry screen:

Personnel Area o

1. From the report results, click any 1110 Dept of Personnel
item to open the context menu.

2. Click Filter/Variables Screen.

Save View

Full Time Classified -~
# of Employees

Gender =  Ethnic Origin =

Female

10/Not az=zigned
American Indian/Alaskan

As=ian or Pacific lzlander

D lom o e R D mdb L m mim o iom i mi
L Keep Fiter Value
Keep Fiter Walue on Axiz

Broadcast and Export

¥ | Fitter and Drill Down By #
Select Fitter Value

Propertiez

Documents
Sort Personnel Area

Calculations and Translations #

o W U W T
REMOYE TS W aiis

ariable Screen

» | Black/Not Hizpanic origin

¥ | Hizpanic

Variable Entry =l E3

Available Variants: J Sa-.-s| Save As... | Delet5| Show Variable Personalization

Rezult

White/Mot Hizpanic origin
Reszult

-

WM =

General Variables

Wariable o Current Selection Description

Personnel Area - Select (Optional) 1110; 1111 Dept of Persennel, Information Services Divis
* Calendar Month Prompt _ Single Walue 04,2008 04/2008
* Emp Status (Mandatory) 3 Active

_OK| _Check || Cancel| .:

Result: The Variables screen is displayed to allow the user to enter new or modify existing

variables for the report.
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